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CENTRAL IMTELLIGENCE AGENCY \ V. h 

C . I , G . ADI -ilNISTPATIVE ^ 


TILIS, LEAVE; AND PAY REGULATIONS 


4' >4 i 


n^L A. 4**- 

(ml. ■ . • 


STATIII^TL 


1 . TIj.nS- AND ATTENDANCE REPORTS . ' rj ^ 

a. . It. is rsqu\re.d that Time and. Attendance Reports for each civilian on— 

■ y-lJcree be maintained by each branch, division, or section, on Standard Form 

1130. There must\be entered on Standard Form 1130 the number of hours in 
F i v status, and tne anmral leave, sick leave, or leave without pay chargeable 
for each lh day pay period . These reports/must be forwarded to the Pay- Roll 
Unat, Fiscal Section. not fter than U : 30 p.m. on the Monday following the 
club 3 o f each lit, day pay p ofl a d . / 

b. Form 71; Application\[‘or Leave, /must be secured and transmitted -with 
Time and Attendance Reports fo^ all annual leave in access of 12 days or when 


XAj •‘A j> 


the leave extends from one reposing period to the next. When sick leave 


\ Lovers 


a period in excess of three^days, a certificate of a physician or prac- 


. v \ \ c-itiorier will be furnished « V^ien leave covers, a visit to a physician, 

V dentist, oculist, etc., the time J'f thkvi sit and the name and address of the 

doctor should be furnished by thl' employ!^ on Form 71 or in a statement to be 
attached to Form 1130. The ledVe clerk in\the Pay Roll Unit, Fiscal Section, 

' , . will; post to the Time and Attendance Reports the annual and sick leave accumu- 
. lated by each employee in a.$fcordance with /'Reflations Relating to Annual and 
Sack Leave of Government, fjploj’-ees (as amendedfune 26, 19k&, effective Julv l. 
. i9J;6; 11 F. R. 72^7 ) n „ I \ 

2, OVERTIME , / \ 

a„ All work in excess of i+0 hours' performed during one week will be con- 


| | sidered overtime, if |uthori2ad in adv ance by a res^n^ible official of the 

I oranen in which performed* Overtime for employees i^^rades up to and in- 

j cliicUiig the base pa^of P-2 or CAF-7 will be compensated at time and a half 

I • . P rovided such .overtfe is appro ved in advance by the Ch%f, Budget Section, 

L,. ... • finance Division. J?or employees in grades above the base\>ay of P-2 or CAF-7 

j be allowed in accordance with th<4 provis ions of 

. Public Law 106~79ifi Congress, S/ J. b u.4cA 

STATINTL J d \ 

-I . \ - 

RENUMBERED PER CIA ' GEI$ERAL ORDER 
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OVSimiTK — Cant'd : ; 

b# Requests for the approval of overtime in grades P-2 or CAF-7 and below 
wili^bo, submit ted to the Chiefs Budget Section/ Finance Division, in detail 
and in triplicate on Form 32-3, bearing the signature of the Chief or Admini- 
strative Officer of the branch or division initiating the request. Upon re- 
ceipt of Form 32-3, tho Chief, Budget Section will, if appropriate, enter his 
crpr oval, and return the duplicate, and triplicate copies to the initiating 
• fficer , No requests should be submitted' to the Budget Section for overtime . 
to he nor formed by employees in grades above P-2 or CAF-7. 

c. Approved overtime worked by employees in Grades P-2, CAF-7 and below 
will bo recorded on Standard Form 1130, Time and Attendance Report, covering 
the pay period in which performed and the duplicate copy of Form 32-3 bearing 
the approval of tho Chief, Budget Section,., will be attached thereto for trans- 
mittal to the Pay Roll Unit, Fiscal Section . Tho triplicate copy of Form 32-3 
may be retained by the initiating office# 

3> NI GHT DlFI' FRFIvTIAL 

AThonevor an omployoe performs a tour of duty between tho hours of 6:00 p.m. 
and 6:00 .a*m., an addition of 10# of. his base pay will be allowed. The Time 
and Attendance Report, Standard Form 1130, must indicate the employee l s tour 
of duty whenever a night differential is claimed, 

V HOLIDAY FAY - 

Work performed on holidays will be compensated for at double time. How- 
over, in view of budget limitations, prior approval must be secured from the 
Chief, Budget Section on Form 32-3 , before any employee is requested to render 
services on a holiday# ■ 

D ISTRI BUT ION OF SA LARY •: C HECKS 

Salary checks will be distributed by tho Pay Roll Unit, Fiscal Section, 
bo the payment and leave clerks of the branch, division, or office in which 
the individual is employed. A list containing the names of the employees and 
having . spaces designated for signatures will accompany each group of checks. 

The signed lists evidencing receipt of the chocks by the employees must be re- 
turned the Pay Roll Unit immediately upon delivery of the checks. Unde live roc 
checks accompanied by a memorandum. stating the reason for non-delivery must be 
returned at the same time. In those instances where an employee is. absent 
from work but it is known that he will return within £ days, the payment and 
leave clerk may retain the list of undelivered chocks for tho $ day period# 

- 2 - giS v- ■ '--=i ^ 


Approved For Release 2001/08/02 : CIA-RDP81-00728R0001 0001 0040-9 




5, DISTRIBUTION OF S/Jf.RY CHEC KS- - Ccnt'd 


b. Extreme care must bo exercised by payment and leave clerks to insure 
that checks do not become lost or misplaced and that security regulations are 
not violated. 

6., T ERiri NAL PAT 

a. Employees who are terminated vrill bo paid in accordance with the Lamp 
Sum Payment Act." The amount of final payment will bo calculated on the basis 
oT information regarding the last working day and the accrued annual leave as 

sheen on the personnel action terminating, the employee's services. 

b. No omployce transferring out of, or being terminated from this agency 
shall bo given final- clearance and/or final salary payment until all monies 
or property that may have been assigned to him have been returned or properly 
accounted for . . The final clearance form, obtainable in the Pcrs onnel Division, 

must be initiated by the employing: office, cleared with the applicable branches 

in advance, such as Personnel, Security, Property Control Section, Special 
Funds Division, and Fiscal Sections, and be on file in the Pay Roll Unit, 

Fiscal Section, before final payment Is made. 



- 1 . 
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statintl 



Colonel., CAO 
Executive for Personnel 
and Administration 


i 
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STATINTL 

STATINTL 

STATINTL 


C ENTRAL INTELLIGENCE GROU P 
C. I. G. ADMINISTRATIVE ORDER 


. : • i A 



A A 


TIME, LEAVE AND PAY RE GUI ATI ONS 


1 • THIE Ai O ATTEMDANCB REPORTS 


a. It is required that. Time and Attendance Reports for each civilian em- 
ployee be maintained by each branch, division, or section, on Standard Form 
up , 1130# There must be entered on Standard Form 1130 the number of hours in 
pay status, and the annual leave, sick leave, or leave wi thout pay chargeable 
for each ll* day pay peri od. These reports must be forwarded to the Pay Roll 
Unit, Fiscal Section not later than 1*: 30 p .m. on the Monday following the 
close of each ll* d ay pa y period . 

b. Form 71, Application for Leave, must be secured and transmitted with 
Time and Attendance Reports for all annual leave in access of 12 days or when 
the leave extends from one reporting period to the next. When. sick leave 
covers a period in excess of three days, a certificate of a physician or prac- 
titioner will be furnished. When sick leave covers a visit to a physician, 
dentist, oculist, etc., the time of the visit and the name and address of the 
doctor should be furnished by the employee on Form 71 or in a statement to be 
attached to Form 1130. The leave clerk in the Pay Roll Unit, Fiscal Section, 
will post to the Time and Attendance Reports the annual and sick leave accumu- 
lated by each employee in accordance with "Regulations Relating to Annual and 
Sick Leave of Government Employees (as amended June 26, 191*6, effective July 1, 
191*6; 11 F. R. 7257)"* 

2. OVERTIME 


a* All work in excess of 1*0 hours performed during one week will be con- 
sidered overtime, if authorized in advance by a responsible official of the 
•j'.c.nch in which performed. Overtime for employees in grades up to and in- 
cluding the base pay of P-2 or CAF-7 will be compensated at time and a half 
provided such overtime is ap proved in advance by the Chief t Budget Section, 
Finance Division. For employees in grades above the base pay of P-2 or CAF-7, 
compensatory time off may be allowed in accordance with the provisions of 
Public Law 106-79th Congress. 


Approved For Release 2001/08/02 : CIA-RDP81-00728R0001 0001 0040-9 
















Approved For Release 2 jCM?1/08/02 : CIA-RDP81-00728R0001 0001 0040-9 

II ■' '• ) . ' ' 

2. OVERTIIJE . Cont’d 

b. Requests for the approval of overtime in grades P-2 or CAF-7 and below 
will be submitted to the Chief, Budget Section, Finance Division, in detail 
and in triplicate on Form 32-3 , bearing the signature of the Chief or Admini- 
strative Officer of the branch or division initiating the request. Upon re- 
ceipt of Form 32-3, the Chief, Budget Section will, if appropriate, enter his 
ivroroval, and return the duplicate and triplicate copies to the initiating 
■ fficer. No requests should be submitted to the Budget Section for overtime 
Lo be performed by employees in grades above P-2 or CAF-7. 

£• Approved overtime worked by employees in Grade wS P-2, CAF-7 and below 
will bo recorded on Standard Form 1130, Time and Attendance Report, covering 
the pay period in which performed and the duplicate copy of Form 32-3 bearing 
the. approval of the Chief, Budget Section, will be attached thereto for trans- 
mittal to the Pay Roll Unit, Fiscal Section. The triplicate copy of Form 32-3 
may be retained by the initiating office. 

3. NIGHT D IFFERENTIAL 

Whenever an employee performs a tour of duty between the hours of 6:00 p.m. 
and ' 6:00 a,m., an addition of 10$ of his base pay will be allowed. The Time 
and Attendance Report, Standard Form 1130, must indicate the employee’s tour 
of duty whenever a night differential is claimed, 
if . HOLIDAY FAT 

ViTcrk performed on holidays will be compensated for at double time/ How- 
ever, in view of budget .limitations, prior approval must be secured from the 



Chief, Budget Section on Form 32 *3 > before ary employee is requested to render . 3 

services on a holiday. I 

DISTRIBU TION OF SAL ARY CHECK S | 

a v . Salary chocks will be distributed by the Pay Roll Unit, Fiscal Section, \ 

to the payment and leave clerks of the branch, division, or office in which 
the individual is employed. A list containing the names of the employees and 
having spaces designated for signatures will accompany each group of checks. 

The signed lists evidencing receipt of the checks by the employees must be re- ] 

turned to the Pay Roll Unit immediately upon delivery of the ’checks. Undelivered I 

checks accompanied by a memorandum stating the reason for non-delivery must be 
returned at the same time. In those instances where an enployee is absent j 

from work but it is known that he v/ill return within 5 days, the payment and . | 


leave clerk may retain the list of undelivered checks for the J>. day period* 


Approved For Release 2001/08/02 : Cl A-RD^Sl -00728R0001 000 1 0040-9 








Approved For Releas^ 2001/08/02 : CL 


wir 

It.L lnTaKLluWcB fiOBncY 
,Vaohington, D. C. 


00*10040-9 


25X1 A 

25X1 A 
25X1 A 

25X1 A 

25X1 A 

25X1 A 


ADMINISTRATIVE INSTRUCTION 2l» Jum 19W 

NUMBER 

SUBJECT* Tin®, L*»av« and pay 

Reciglonat a. AdmlnlstratlY* InstruotionH^^li da tad 17 Dacanv 
ber 19b6, aubjacti HoUrnlty i»ava. 

b. Adidnlatratlva InatruetlenH^^^I datad 21* April 
19li7, subject t Leave Without P*y» 

c. Administrative Instruction dctsd *5 My 

19U7 end 19 IJay 19U7# subjacti CIA policy on Active 
Duty Training of v&litary and Nival Reserve Officers 
Brployod by CXAj Uilitary Leave Without pay for 
Annual Training Duty. 

d. Administrative Ins true t ion dated 13 |J® V ^ 

ber 19U6, subjecti Time, Lsave and Pay Regulations. 

e. Administrative Instruc ti on dated 21 JJarch 19U7, 
subjects Time | Leave and pay Regulations - Uhvouch- 
ered Funds. 


1, Definitions 

a. Perm anent employees are those appointed without limitation as 
to length or service* or For definite periods in excess of one year* 
or for the duration of the Job, and those who, although only ^ 
when actually employed, are continuously employed for a period of not 
less than one month as distinguished from, part- time or intermittent 
employees, native And foreign national employees overseas are con- 
sidered as permanent employees for leave purposes only. 

h, Twagorar^jimplo^ees are those appointed for definite periods 
of time not to exceed one year. 






i 


I 


i 


•i 


|: 
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b. Temporary employees earn two and ono-hilf days annual leave 
for each continuous full month of service, However, no annual 
leave accrues for a fractional eorvico month# 

o«i Not more than 60 days accumulated Annual leave ^ay bo ear* 
riud forward into a now calendar year* *. 

d. An employee, however, who had on July 2b, 19b7, over 60 daya 
Annual leave to his credit may carry over hie leay* balance aa of 
that date up to a maximum of 90 daya, provided ha hae conalatently 
maintained such balance on the first of eoch year after July 2b, 19b7# 

u. The minimum charge for annual leave ie one hour, and addl* 
tionol leave will be charged In multiples of one hour* 

f« Annual leave must be token at auch time a» will not Inter* 
fore with the work of the organisation, and muat be approved by the 
appropriate euperviaor before the leave la takon. 

3* Advonced Annual Luavo 

a. Permanent employees who have been in the Federal service for 
one year or moro may, in case of emergency, be granted advanced 
annual loave equal to that which will accrue during the remainder of 
the current calendar year, with the undoretandlng that If It is not. 
earned during tho calondar year they shall make a refund for such 
leave* 


b* Application for advanced annual leave will be submitted to 
the appropriate supervisor for review and recommendation, and for- 
warded to the Chief, personnel Branch, A&K, Xbr final approval* 

The Assistant Director for Special Ope rations may approve advanced 
annual leave for his unvouchered employees# 

c. Temporary employees will not be advanced annual leave* 


lick Leave 


a. permanent employees accrue sick leave* at the rate of one and 
one-fourth days per month, or a total of 1$ days a year* The mini- 
mum credit for sick leave is one hour. 


b. Temporal? employees aceruo alck leave at the rate of one and 
one- fourth days for each full month of service. 

c. Sick leave may be accumulated and carried forward until It 
totals not more than 90 days* Sick leave is available to permanent 
employees at the beginning of tho month in which it accrues, and to 
temporary employees only after it has been emmed. 

d# The minimum charge for sick leave is one hour, and additional 
leave will be charged hour* 


- 2 --. 
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Slok loave will 
(a) 



>yae*i 


(b) 


of tha t lr J d!t*.i n bJ P S 

flnoment, and Injury, ’ pp *d B#n °J r and con- 


by the supervisor, pprovtd In advanoe 


e «pl oyoo*la* affliotod *wlth ** ** f “ 1J * «f Uia 
and require* tha oaro in1 h .fi° 0 ? U * i0<W <lw,w 
employee. ° ,ra ■* “tendance of tha 


(d> dlaoaa#, 

duty would 


(•) 


5- AdzussOifiUdm 


*> -dlo.1 

acceptable J th. a!*^**** V 
throe working day*. W lB for ■ ar * *h*n 


al'k 1 ?* flV8 d * y * 0 ' P "®”**" , y nb ®"«rantod 0 n*t U t dlMblllt J r or «il«»nte 


employee*. 1CK leave will be granted to te^crary 


loted or than may^r^rly^^dvenood^’lh 8101 ' le " W than ho ha* aoc\wu- 

ogalnat accrued annual leave or to leave Iltho5t”ai!* Ve h ° ohap ««d 


ot , . se Pf rntl »^eSad^ n dM^ n rotlf^MS *0^1* e * cept ln eaa «a 

leaved ta ^ ^ 


c©rtiricDte 1 fr» 1 the ^ttoMl^^hySlolM 6 ^!!?*! ^ “ 00< *'P nnl «<l by a 
lllno** and the oatlmntod date that eh!^ r tlfyln * the nature of the 

to Jot, e*u«uJ%i fi X^TSTJl 11 * “ ~s» 

advanced annual leave. ho aaea in the *omo manner as thoao for 


6. 


S ubltltlltlOn Of Slalr f»y fnm , nl f n nTr 


.0 ^r„":;~; 1 %rziid:»“‘. n .o* t p ?r;r' * ir 1 »••<• ««■ >«« «» 

period of Ulnc.a and the d^dJuii 0 "!!," 0 ^ 1,6 « r ? ntod to cover the 
will he reatored. Applic.tJJff £1^2221 JUT?? 1 le * v ® f#p ^>1* period 

wfffIDENTtAt tl€ " * U * t h® *°da «rtthir 
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M? 4 ^r kdnya ro ^ rn RIHIItMir-BPiiworUd by r, Mdieal otr. 

tirioa to, or other cvldonoo administratively aooeptnbls* 

7. Maternity Lenyi 


■ ' Written applications for maternity lenvs, aooompenlsd by a doctor's 

oortlf ioote, may be approved by ths Chisf, Personnel Branch, AIM, and the 
Assistant plrootor for Spooinl Operations may approve suoh oppll cations for 
his unvouohored employees • 

b. Normally maternity leave will not exoovd six months including 

(1) Accumulated sick leave 

(2) Accumulated annual leave 

(3) "leave without pay 010100 " for any balance of the 

six months, 

o« The Chief , Personnel Branch, AIM, may approve up to an additional 
six months 1 period of maternity leave as "leave without pay" upon rsoolpt 
of written advloe from the attending phystciin oortifylnf to the nsoesslty 
for the additional leave* Ihe Assistant Director for Bpoelal Operations 
may approve such additional leave for his unvouohored employees* 

d. Immediately prior to the affootlvo date of maternity leave 9 the 
office to which the emplpyoo is assigned shall submit form Bo* 37-3 9 
Porssnnol Action Request* The employe© shall oxseuto Form Bo* 34*30* Final 
Payment Clearance Shoot* 

s. kmJltttufc fay 

n. (l) Leave without pay not exooodlng 13 working days may bo granted 
at the discretion of Staff Chi of s, Assistant Director#, Hood* of Plaid 
Offices, or Chiefs of Missions or Bureaus overseas, to employees under . 
their Jurisdiction. (2) Leave without pay in excess of 15 workdays must 
in addition bo approved by the Chief* Personnel Branch, AIM. The Assis- 
tant Director for Special Operations may approve suoh leavo without pay 
for his unvouchorod employees, 

b. Leave without pay will net be authorised initially for any period 
in exeoss of 12 months. 

o* Form No. 37-3 will be ini tinted by off loos when LWOP for 60 or 
more calendar days la recommended for approval, A personnel action will 
bo issued when such lonvo or an extension or renewal the roof Is approved* 

d. Employees who are granted cm extended period of LWOP will, prior 
to the beginning of suoh leave, exocuto Form Bo* 34*30, "Final Payment 
Clearanoo Shoot". 


<?. Military Leave 

a. Military leave for 
dar days in any one year, 


■mmm 


only, not to exceed 15 oslen- 
pay without ohrrge to annual 
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* , ” h 

w'S/I,,™ SS"™ “I *• 

dfiyn of service whioh they are ordered by ooopetont authority to Dorform 

**'•* **«* *•»>■ «• •£'££ fist tiivdKSr 

0 . Application* for milltnry bnn will be proouaaud in tho anra 
irnnner na nppllortlona for advnnoad nnnuol leave. 

10a Court Leave 

, "• P d r n 2 n#nt air 'Pl°yeo aubpoonood to toatlfy oa o wltnoaa on bvhnlf 
of ® United St* tea or the Oorornmant of tho Dlatrlot of Columbia, or 
onilod for jury duty, In n Stntc, Dlatrlot of Colunbla, or Federal Court, 
la entitled to his regular pay while absent from duty and no chart* for 
loavo 1 a mode. Evldonoo of attendance at oourt and evidence of receipt 
or non-reoelpt of f«aa la requlrod. Application, for court or Jury lenva 
will be proceaaed In the anne nernner ne application, for ndvnnood nnnunl 
lonve. 

b. Annual leave or LWOP will be fronted when nn employee la subpoenaed 
In private litigation or by some party other than the Federal or Dlatrlot 
of Columbia Government, 

c. Employees may bo regarded a# in active duty status for court aorv- 
ice and no leave charged if the value of the employoo* a testimony arise# 
from hi# official capacity and he la aubpoonnad solely because of and to 
testify in that capacity. 

d. Temporary, substitute or "when actually employed” personnel arc 
not entitled to court or Jury duty loave of nbsonoo with pay. 

e. Employees who serve as witnesses or Jurora end nro granted court, 
Jury duty or official leave will surrender to the Budget and Finance Branch, 
/AM, fee# received from oourts for days on whioh tho employee normally 
would havo worked. Federal omployooa oalled for Jury duty in the Dlatrlot 
of Columbia are not paid usual Jury f •da. 

f. An omployuo who appears in any court as a witness, plaintiff, de- 

fendant or Juror must report to the Executive for Inspection and Security 
for briefing on security regulations prior to date of his appearance in 
court. ■■ T 


An employee detained by onuses beyond hla control and unable to report 
for duty at the opening hour, should notify his supervisor ns soon ns possi- 
ble on the first day of At dut y for any cause, without 


'«*'«™*'*********m^ 
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prior permission, must bo enBlVfWtftH)fW|fMin#d| otherwise leave vill' 
bo charged ns AU0L nnd the employee will ha subject to disolplln ary rotten. 

I** tadmuk afit EllilUt tst iim 

Employee a do not enrn lonvu if nppolntodi 

n. For iiorvloo 11ml tod to portion* of each workday * woak or 
month. 

b. For aervlou undar rapaatad appolntmanta or amploymant* 
for period* of abort duration non* of whloh extends for 
o full month. 

o. For aorvloa on o "par hour 11 haala whom employment la 
not on o regular and oontlnuoua beala. 

13. BniflMf 

Unve balances ahould bo re qua a ted from the Lanvo Sootlon, Budget nnd 
Flnenoc Brnnoh, or Spool*! Fund* Division, 080, only when it la absolutely 
necessary that an employee know hla leave bnlfinea* be onus* of en entlol- 
pntod vacation or n prolonged abaonoo due to lllnaaa or aoma othar JfifcJUi* 
reason and ha la not oertain whathor sufficient laava la available to oovor 
tho abaono*. Suoh request* will b* submit ted in writing and forwardad 
through appropriate Time I Attandano* Clerk* • 

U. Overtime 

a. Within the continental limit* of tha United State*! 

(1) Overtime for departmental amployeoa must be approved 
prior to overtime work in each oaaa. Requests will 
be submitted on Form No. 32-3. Request for Approval 
of Overtime, no Indicated belowt 

(a) To nudge t and Finance Branch, AIM, for all 

employee* excopt those of 0S0 who are paid 
from unvouehored fund* • Such roquoata may 
be approved by tho Chief, Budgot Division 
and tho Chief nnd Assistant Chiof, Budget 
and Finonoo Branch. 

(b) TO Special funds Division, Administration 
nnd Sorviooa, 060, for employee* of 0S0 
who are paid from unvouohored funds. Such 
requests may be approved by the Chief nnd 
Assistant Chief, Special Funds Division, 

OflO. 

(2) Quarterly estimates of antlolpn ted overtime w»quirt- 

mo nts will be submitted on Form No. 32-1 by Chiefs 
ofjHHH field installations to the offioial* in- 
diooto^in a (1) above , who are authorised to approve 
overt lmo payments for fie Id installation*. 

tha quarter nova rod by the aatlmatn * 
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b. 


Aftor opprovnl na tw wlmu la lk* 

continental Unitod States may be ordered by the appropriate fluff Chief s. 
Assistant Directors, Chiefs of Bronchos or He ode of field Offices* 


o, Outside the continental limits of the (Mi ted States, overtlm* my 
be ordored and approved by Chiofo of Niooiono or Bureaus or their Deputies* 
™ y *ust, however, have svidenoe that suffiolent fundi ere available for 
payment beforo authorising ever tine* Dative and foreign national employees 
outside the oontinontal linita of tho (Mltod States who are paid in oeeord- 
anoe with local prevailing wage rotes ere not entitled to overtins pay w 
less looal custom requires* 


d* All work in oxooss of 40 hours porfomed during one odelnistretlve 
work week will be considered overtime if, authorised end approved in odvanoe 
in accordance with tho above provisions* 


O' Approved overtime worked will bo paid at authorised rates or eon* 
ponsntory tine off nay bo allowed* 


15. Holidays 


Work to bo porfomed on a holiday for whleh holiday pay will be granted 
must be authorised and approved in ndvnnoo in the some, way as for overtime 
work and pay us shown in 14 above* An employee oan only bo exoused or paid 
holiday rates for that portion of his tour of duty whleh actually falls with 
in the 24-hour holiday period* and not to exoeod 0 hours* 


16. Mimht Differential 


a. An additional 10 per oent of an employee's base pay will be allowed 
for work performed between the hours cf 6s00 PM and 6tOO AM* when suoh hours 
full within the employee's regularly scheduled tour of duty. Night d iff oren 
tlal cannot be claimed for time used in obtaining meals* 


b* When oomputlng night differential reference should be made to the 
nttaohed Table whloh shows the maximum hours of night differential that 
oan bo a^imed for various tours of duty. 


17. Terminal Pn» 


a * Annual leave must be liquidated by n lump sum payment when an om- 
ployeo is separated from the Fedornl service, or when transferred between 
positions which aro under different leave systems, i.e., permanent to tarn- 
por ary or vioo versa. 


18. lH38„MMLAU«BdflB88.BBBCCW 


a. Time and Attendance Reports will be submitted to the Budgot and 
Flmtnce Branch, AIM, or the Special Funds Division, 0S0, as appropriate 
in ncoordanoe with ins truot lone from such of floes. 


b. Two copies or ex tro< 
to the appropriate Time ai 


tafy.or naval orders will be givon 

* to be submitted with tho first 
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roport (Form No. 1130) shoving military leave, If leave extends beyond 
that ropor ting period, additional nllitary leave should be reported on 
nubsuquont Forms No, 1130 and a roforonoo mndo to the first For* No, 1130 
reporting the leave, 

o. Tine and Attendance clerks will include under "rennrks" on Form 
No, 1130 inclusive hours of ovortime worked by employees/ For overtime 
in tho continental United States , a oopy of Form No, 320 approved by the 
appropriate supervisor and the Sptolal Funds Division* 060, or Budget And 
Finance Bronoh, MM, will be attached to the applicable For® No. 1130 when 
transmitted to the appropriate paying of flee. 

d. When night differential is claimed, Form No, 1130 must indioato 
the employees regular tour of duty, 

e. Correspondence pertaining to unauthorised absence must bo furnished 

tho appropriate paying off loe to substantiate Fora No, 1130 on whlbh AVQL 
is reported, , ; .- v ;V" 

f. Whon annual leave is converted to slok leave as shown in paragraph 
6 above, a notation to that effeot must bs made on Form No, 1130 ant" a 
medical certificate or other evidence administratively aooeptnblo must 
support Form No, 1130, 

(, Assistant Directors and Staff Chiefs will submit In duplicate to 
the appropriate paying office a list of persons authorised to oertify the 
correctness of time and attendance reports * and will koep such lists cur- 
rent at all times. 


25X1 A 


This Instruction should be used for administering leave end payments 
to native and foreign nrtlonal employees at overseas installations insofar 
ns it is not inconsistent with local lavs and practices. Any deviations 
required by local law or pmotioo must be reported to the appropriate pay* 
lng of floe in Washington and approval obtained before payment is made. 

Such roport must furnish recommendations and a oopy of the applicable law 
or regulation. 


•TNMTKte-iiiiil 


Rear Admiral, U,S,N.> 
Director of Central Intelligence 

1 Attachment . 

(Night Differential Table) 
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HRS. or 


HRS. or 


°f PVTI LUHCH PERIOD rERIHTIAL TOC cr Mirr I nnifT **** 


1000 - 1030 

1400 - 1430 

f 

1030 - 1900 

1430 - 1J00 

m 

1 

1100 - 1930 

1500 - 1530 

14 

1130 - 2000 

1530 - 1600 

2 

1200 - 2030 

1600 - 1630 

2} 

1230 - 2100 

1630 - 1700 

3 

1300 - 2130 

1700 - 1730 


1330 - 2200 

1730 - 1000 

4 

1400 - 2230 

1800 - 1030 

4 

1430 - 2300 

1830 - 1900 

4* 

1900 - 2330 

1900 - 1930 

5 

1530 - 2400 

1930 - 2000 


1600 - 0030 

2000 - 2030 

6 

1630 - 0100 

2030 - 2100 

6* 

1700 - 0130 

2100 - 2130 

7 

1730 - 0200 

2130 - 2200 

7* 

1600 - 0230 

2200 - 2230 

8 

1830 - 0300 

2230 - 2300 

8 

1900 - 0330 

2300 - 2330 

8 

1930 - 0400 

2330 - 2400 

8 


2000 - 0430 2400 - 0030 0 

2030 - 0900 0030 - 0100 0 

2100 - 0930 0100 - 0130 0 

2130 • 0600 0130 - 0200 0 

2200 - 0630 0200 - 0230 * 

2230 - 0700 1 0230 - 0300 7 

2300 - 0730 0300 - 0330 66 

2330 - 0000 0330 - 0400 6 

2400 - 0030 0400 - 0430 9* 

0030 . 0900 0430 .0900 9 

0100 . 0930 0900 - 0930 4+ 

0130 - 1000 0930 . 0600 4 

, 0200 - 1030 0600 - 0630 4 

0230 . 1100 0630 . 0700 34 

0300 - 1130 0700 - 0730 3 - 

0330 - 1200 0730 - 0000 24 

0400 . 1230 0000 • 0030 2 

0430 . 1300 0030 - 0900 14 

0900 - 1330 0900 - 0930 1 

0930 - 1400 1930 - 1000 J 
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